For “New Library Construction,” enter the discount from the Discount Matrix caiculated as
described above for the school district in which the library under construction is located. For an
“Administrative Entity,” enter the Library System’s Average Discount from Item 10c after it is
calculated.

Calculating the Shared Discount for the Library System

Item 10b, Column 4, last cell: Add up all of the discounts in this column and enter the total in
the cell at the bottom of Column 4. If you file online, the system will calculate this figure for
you.

Item 10c¢ - Divide the total at the bottom of Column 4 by the total number of library
outlets/branches listed in Column 1. Round the result to the nearest whole number percentage,
and list this number in Item 10¢. This is the library system’s shared discount. If you file online,
the system will calculate this figure for you.

Worksheet C: Discount Calculation for Consortia

If you checked the fourth box in Block 1, Item 5, you should use this worksheet. This worksheet
should be used for a consortium of schools, school districts, libraries (outlets/branches, systems)
or any combination of the above.

Item 10a - If you are filing this application as:

e aconsortium and you are requesting services that will go ONLY to an individual consortium
member and will not be shared, complete Columns 1-3 of Item 10b for each member.

s aconsortium and if ALL consortium members will share one or more services (whether or
not those consortium members will also receive site-specific services), complete Columns 1-
3 for each member of your consortium PLUS Item 10c.

s aconsortium, and some requested services will be shared by some consortium members and
not others (whether or not those consortium members will also receive site-specific services),
you must complete a separate worksheet, Columns 1-3 PLUS Item 10c, for each different
group of consortium members sharing a service. You will then label the worksheets C-1, C-2,
C-3, etc.

Item 10b - You will use this worksheet as instructed in Item 10a to calculate the appropriate
discount(s).

Item 10b, Column 1: For each eligible consortium member included in your application, list the
member by name on a separate row. Do not list ineligible consortium members, as they will not
receive discounted services.

FCC Form 471 Instructions - October 2002 - Page 18



Item 10b, Column 2: List each eligible consortium member’s Entity Number. If you do not
know the Entity Number for a particular eligible consortium member, call the SLD Client
Service Bureau at 1-888-203-8100.

Identifying the Site-Specific Discount for Each Member

Item 10b, Column 3: Provide the correct discount for each eligible member depending on the
type of entity it is.

e If the member is an individual school, use the discount from Worksheet A, Column 7. Attach
a completed Worksheet A showing the calculations for each school that is a member of your
consortium.

e If the member is a school district, use the discount from Worksheet A, Item 10c (the
weighted average discount). Attach a completed Worksheet A showing the calculations for
each school district that is a member of your consortium.

o If the member is a library outiet/branch, use the discount caiculated as explained above for
Worksheet B, Column 4.

e If the member is a library system, use Worksheet B, Columns 1-4 PLUS Item 10c, to
calculate the discount. Attach a complete Worksheet B showing these calculations for each
library system that is a member of your consortium.

Calculating the Shared Discount for the Consortium

Item 10b, Column 3, last cell: Add up all of the discounts in this column and enter the total in
the cell at the bottom of this column. If you file online, the system will calculate this figure for
you.

Item 10c¢ - Divide the total at the bottom of Column 3 by the total number of consortium
members listed in Column 1. Round the result to the nearest whole number percentage, and list
this number in Item 10c¢. This is the shared discount for the entire consortium. If you file online,
the system will calculate this figure for you.

F. Block 5: Services Ordered
Block 5 asks you to provide information about the eligible services that you have ordered, their

cost, and the discount you are requesting based on the entities to receive service. The following
information will highlight the features of Block 5:
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You will complete one Block 5 worksheet for each Funding Request. In general, vou should
complete a separate Funding Request page for:

e Each service provider that will be providing you with service.

e Each separate contract or service agreement (but not necessarily the individual service
within that contract or agreement, as long as they are in the same category of service. e.g.
telecommunications services).

e Each different category of service provided by the same provider. For example, a PBX

system that the applicant will purchase and own and local voice service from the same

telephone company should go on separate Block 5 worksheets, since the PBX would be

Internal Connections and the phone service is Telecommunications Services. Check the

“Eligible Services List” and any updates at www.sl.universalservice.org to identify which

category each service belongs in.

Local phone service.

Long distance phone service.

Site-specific service (service not shared by other sites). _

If you are ordering services based on different Forms 470, services corresponding to each

Form 470 must be reported on separate Block 5 worksheets with the relevant Form 470

Application Numbers.

e Priority 1 and Priority 2 services. Applicants who are applying for both Priority 1
(Telecommunications Services or Internet Access) and Priority 2 (Internal Connections)
services are strongly encouraged to file these requests on separate Forms 471 — that is, to
file one or more Forms 471 for their Priority 1 requests and one or more Forms 471 for their
Priority 2 requests.

* Ineligible costs: You may not seek support for ineligible services, entities, and uses. The
Block 5 worksheet will guide you through deducting any ineligible costs from your total cost
of services before calculating your discount request. If you have any questions about whether
a service is eligible for support, please check the “Eligibie Services List” on the SLD web site
at www.sl.universalservice.org or contact the SLD Client Service Bureau at 1-888-203-8100.

e Signed contracts: You MUST have a signed contract {or a legally binding agreement
between you and your service provider preparatory to a formal signed contract) for all
services you order on your Form 471 except:

o Tariffed services: Telecommunications services that you purchase at prices regulated
by your state regulatory commission and/or the FCC, which do not require a signed,
written contract.

¢ Month-to-Month Services. Month-to-Month services which do not require a signed,
written contract. Your billing arrangement signifies that you are receiving your
services on a month-to-month basis.
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Note: You must file a Form 470 and seek competitive bids for tariffed or month-to-month
services each funding vear,

Provider Identification Number (SPIN) from the Universal Service Administrative Company
and certify that they will comply with program rules. However, telecommunications services
may be obtained only from telecommunications companies who provide those
telecommunication services on a common carriage basis (meaning they provide their
services for a fee to the general public). You may check the “BEAR/SPIN Search” on the
SLD web site at www.sl.universalservice.org to confirm whether your service provider is
eligible to provide telecommunications services. If you receive telecommunications services
from a provider that does not provide telecommunications services on a common carriage
basis, your Funding Request for such services will be denied.

* Discounted and undiscounted amounts: Form 471 requires you to certify in Block 6, Item
25 that you have adequate budgetary resources for the undiscounted portion of any service
you seek, as well as for related, ineligible services such as computers, training, software,
maintenance, and electrical connections that you will need to make effective use of the
services you order,

Item-by-Item Instructions

FRN # - The Fund Administrator will assign a unique number to each Funding Request
represented on a Block 5 worksheet.

Item 11 - Check the correct category for the service listed on this Block 5 Funding Request. You
may check only ONE. Please consult the “Eligible Services List” and any updates on the SLD
web site at www.sl.universalservice.org or contact the SL.D Client Service Bureau at 1-888-203-
8100.

Item 12 - Provide the 15-digit FCC Form 470 Application Number of the FCC Form 470 in
which the services ordered here were sought. FCC Form 470 applicants will receive this number
when they receive confirmation that thejr FCC Form 470 has been received and posted.

Item 13 - Enter the 9-digit Service Provider Identification Number (SPIN) for this service
provider. You must provide a valid SPIN for the service provider indicated in Item 14 below.
Each service provider should give you its SPIN on request. You may refer to the “BEAR/SPIN
Search” area of the SLD web site for a list of service provider contacts. A service provider who
does not have a SPIN should file the FCC Form 498 to obtain one. The Form 498 and
Instructions can be downloaded from the Forms Area of the SLD web site.
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Item 14 (30 characters maximumy) - Provide the full legal name of the service provider for this
Funding Request. You may list only ONE service provider per Block 5 worksheet. The name of
your Service Provider whose SPIN is indicated in Item 13 above must be provided.

Item 15 (18 characters maximum) - Provide the contract number for this service.

¢ Ifthis is a contracted service, and the contract does not have a contract number but has some
other reference number, you should note that number. If there is no reference number, please
enter N/A.

* If you are buying off of a master contract signed by a state, regional or local procurement
agency on behalf of eligible schools and libraries, you may use either the master contract
number or the number of your own purchase agreement executed pursuant to that master
contract. Whichever number you use, be certain that you use the corresponding dates in Item
18 and Item 20.

* [Ifthisis a tariffed service— a telecommunications service that you purchase at prices (rates)
regulated by your state regulatory commission and/or the FCC which does not require 2
signed, written contract—place a T in Item 15,

* Certain services are commonly offered on the basis of 2 month-to-month arrangement where
there may be no written agreement between the custormner and the service provider. These
include services such as Internet access, cellular services and paging services. In these
instances, standard monthly bills will be accepted as proof of a binding, legal arrangement
between the service provider and the customer. (These arrangements are different from
tariffed services, which may also be offered month-to-month but at regulated prices.) If the
service for which you are completing Block 5 is purchased under such a month-to-month
arrangement, please enter MTM (for “month-to-month™) in Item 15.

Item 16 (18 characters maximum) - Provide the account number that your service provider has
established with you for billing purposes. This information will help your service provider
provide you with discounted bills for service. In the case of telephone services, this is most often
the billed telephone number associated with the service. If there are multiple billed telephone
numbers, provide one main number. If this service is already established (for example, a
service provided under a qualified existing contract, or tariffed services for which you have
selected the same service provider who already provides you with service), you should be able to
find your account number on past bills, or you can request your account number from the service
provider. If you have not yet established an account number, your service provider may have a
“pre-account” identifier for you to use. If your service provider has no account number to
identify your service, enter N/A.

Item 17 - List the Allowable Vendor Selection/Contract Date for this service. The Allowable
Vendor Selection/Contract Date is the earliest date you are permitted to sign a contract for newly
contracted services or to select your service provider for tariffed or month-to-month services after
posting a Form 470. This Allowable Vendor Selection/Contract Date is identified in your
Receipt Notification Letter for the Form 470 cited in Item 12 above, as well as on that posted
Form 470 on the SLD web site.
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Item 18 - For contracted services, enter the date that your contract for this service was signed,
using mm/dd/yyyy format. For tariffed services and month-to-month services that you have
identified as such in Item 135, leave this item blank.

Item 19a - For contracted, tariffed, and month-to-month services, provide the date when
services will start in the funding year for which you are applying, using mn/dd/yyyy format.
Note that discounts will NOT be provided for services delivered before the beginning of the
funding year, which starts on July 1. Thus, if this service has already started by the time you file
this Form 471, you will use J uly 1 of the funding year as your Service Start Date.

Item 19b - For tariffed and month-to-month services, enter the date that services will end in the
funding year for which you are applying, using mm/dd/yyyy format. For contracted services, see
Item 20 below.

Item 20 - For contracted services, enter the date the contract expires, in mm/dd/yyyy format. For
tariffed services and month-to-month services that you have identified as such in Item 15, leave
this item blank.

Item 21 (8 characters maximum) - Each Block 5 Discount Funding Request must include a
description of the products and services for which discounts are being sought. This description is
known as an “Item 21 Attachment.” Each description must be labeled with a unique
“Attachment Number” that youcreate. For Item 21, please enter the Attachment Number you
have created. ‘

You may cite the same description of services in multiple Block 5 Discount Funding Requests.
For example, if you are ordering Internal Connections products and services under a single
contract for multiple sites and the products and services are the same for each site, each Block 5
Discount Funding Request may refer to a single Item 21 Attachment.

In general, the Ttem 21 Attachment is a narrative description of the funding request and a line-
item listing of the products and/or services requested with their associated costs. Service
providers can assist applicants in the preparation of the Item 21 Attachment, which also must
include;

¢ The applicant’s name

* The Attachment Number (see above)

* The applicant’s Billed Entity Number, and

* The Form 471 application number, if one has been assigned through online filing.
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The line-item listing of products and services may be submitted in a table format as follows:

Quantity Description of Product or Service Unit Cost L -----Extended Costoo--- .
| Recurring | Non-Recurring |

L1

such products and/or services is deducted.

* For maintenance services, include the specific list of components to be covered and break
out the pricing for maintenance of these components.

* For telephone services, indicate the number of phone lines and/or cell phones receiving
service, and provide information about thejr use if any will be used for other than
educational purposes.

* Include an explanation of the purpose, location, breakdown of up-front costs, or other
information to provide a clear explanation of the funding request.

If questions arise during review of an application, the SLD may reach out to the applicant to
request additional information. For this reason, applicants can significantly speed up the
application review process by including complete information in the Item 21 Attachment.

Item 23 - Use the step-by-step calculation grid to arrive at the tota] amount of your funding
request. You may round dollar amounts to the nearest dollar, but please use numerals and
include all digits. DO NOT use words such as 1 million, in place of 1,000,000 Note that if
you are seeking support on multi-year contracts, You may request funding only for that
portion of the contract that js delivered in the relevant funding year.
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If you expect to pay a non-recurring charge in multiple installments over the funding year, you
should either amortize this charge in Columns A-E or include the full amount of this charge in
Columns F-H. DO NOT include this amount under both recurring and non-recurring charges. If
You amortize this charge in Columns A-E, you will not be eligible for discounts on the non-
recurring services provided after June 30 of the funding vear,

Item 23, Column B: Enter the total cost associated with ANY ineligible services, entities, or
uses included in your monthly charges. The following represent Some common ways in which

eligible and ineligible costs are bundied together, and how You can go about deducting the
ineligible costs.

* Services shared by eligible and ineligible entities: Whep you share a service with an

ineligible entity, the provider may receive reimbursement only for that portion of the service
that eligible entities are receiving. To help auditors confirm that this mle is being observed,
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Item 23, Colump C: Subtract the amount in Column B from the amouynt in Column A to arrive
at your eligible monthly pre-discount COst.

Item 23, Column E: Multiply Column D by Column C 1o arrive at your annuya] pre-discount
cost for eligible recurring services,

Item 23, Column F: Estimate your tota] annual amount of on-recurring (one time) pre-
discount charges for this service.

Item 23, Column G: Provide the total cost here associated with any ineligible service, entities,
Or uses included in your total annual cost of service. See notes on Column B, above, for more
information,

Item 23, Column H: Subtract the amount in Column G from the amount in Column F to arrive
at your total eligible pre-discount cost for non-recurring services,

Item 23, Colump I: Add together columns E and H to arrive at your totaj eligible pre-discount
COSts (recurring and non-recurring) for the year.

FCC Form 477 Instructions - Octoper 2002 - Page 26



G. Block 6: Certification ang Signature

“Do Not Write In This Area” . The SLD uses this Space to apply a bar code to your form upon
receipt, so that we can properly track and archive your form.

Special Block 6 Instructions for Applications Fileg Online

* When you have completed the online filing of Blocks 1-5, please print your application to
retain a copy for your records.

*  You must also submit the Block 6 certification,

* Ifyouhave a User Ip and PIN and wish to submit your Block certification online,

For aJ] applicants, filing on pPaper or online;
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* Paying your share of E-rate eligible costs, You may be asked to provide
documentation of your ability to pay the non-discounted portion of the products and
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* Item 26b - Check here if the eligible entities are covered by a hj her-level, multj-entj
technology plan, such as a school district or library system plan. Statewide technology plans
are not acceptable, '

* Item 27b - Check here if you are currently seeking approval of your technology plan(s) from
a state or other authorized body.
* Item 27c - Check here if your application is ONLY for basic local and long distance
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Item 37 (30 characters maximum) - Provide the title or Position of the authorized person whose
signature is provided in Item 34,

Item 38 - Provide the telephone number, including area code, of the authorized person whose
signature is provided in Item 34
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V. REMINDERS

The Fund Administrator wil] notify the Form 47] applicant after our review of your i
application has been completed.
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